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LISTRUCTICHS FOR USING ¥OR 1O. 139
RECORLS COTROL SCHEDULM

Schedule No. A number will be essigned by the Records Janagenent Stafe
upon approval of the Schedyle.

Office, Division, Branch. FEnter the specific organizational element to
which the schedule pertaing, such as, Public Affairs Office, Special
Services Division, Records Branch.

Concurrence. Enter in thie space the siynature of the chief of tha
organizational element {Brench sr Division Chief) to which the schedule
pertains. The signature of the Office-Chief will be entered on ithe first
page of the schedule which will indicate not only his approvel of the
schedule for his immediate office (adninistrative, stalf, etc.) but for

the entire schedule. This slgnature should be cbtained after chiefs of all
other organizational elements of the Office have signed,

iten Number. Beginning with ite1 number one, list and numbcr each serlesg,
startiag with the records of the Office Chief and continue consecutively
ihvough esch organizationel unit of the Office. The use of subwiten numbera
iz permissible when subordinate {ile eeries are componsnt parts of an overall
fite,

Files Identification. Yhe preclse description of each series of records

1211 be entered in this eolumn, This descriptive daie required the ubmost
care in its preparation. In geieral, this data must be sufficient to
accarately identify the recsrds and enable a ceternmination of propriety of
the disposition prescribed for hem. Specifically, each file identification
will consist of five elements, 1amely: The title or nane of the file;
description of docusents of whic1 the file consists; a brief statement of the
speciiie funetion or operation iacident to which the files are malirtained;

2 statement noncerning the £ilin- arrangenent; and inclusive dates of the

Tile.

agé

Yolume, Enfer the volume In temm of cubic Feet for each file series.
Froctions of cubie feet. will be axpressed in tenths by use of the tdecinal
point, e.p., 1.5, 20.3 ete. The volume for & file series rieasuring less
Yhan cne-tenth foot wiil be antered ag 1.

Disposition Instructiens, Fatriss dn this eclumn will be made only after
careful appraisal and evaluation of ihe records series. The colwan will
Consist of three elenerts nl w1l be entered in the order given below:

(1) Preface sach Insumietion with the word ®Permmnentt or "Yemporary®
whichever is avplicable.

{2) fhe secord element conmists of the vhrase "Disposal not authorizeg!
L bthe records are of rermanent ~alue, Records of temporary volue will cite
ilarasal slandsrd, e.g., Teslroy aftey 2 years," "Desiroy 2 years after
"Destroy upon separation of enployee, " etc.,

£y By apnli i ST AP : eyt gn
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K thersafter,”" "Cutl~ofl at end of each calendar year: transfer to the
Records Center 1 year thereafter," "Flace in noncurrent file upon liguidation
of obiigeticn; transfer to the Fecords Senter 1 year thereafter.®
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i CONCURRENCE

OFFICE, DIVISION, BRANCH - 25X1A
Office of Public Affaire, Services Divisisn T bare 1

CISPOSITION INSTHUCTIGNS

T B

§ ATEM . FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE barss) i CURIC FT. )

=" Bivision Subjest File

Conaists of ot okhar | 2.8 Y. whan 3
decemests poreaining "”:"'-,..;.,.W.....,. rwin- (o cer iy :Z'""mm |
mnmfmmm and Mwlmm.)

2. Reproduction Requisition FPile
Consists of Form No. 36-2, Reproduction re- 5.0 Temporary. Destioy when 1 yesr

quisition (pink copy), Form No. 36~77, Work Ticket, old. (Cut off at the end of each
work order, delivery ticket, control card, and | calendar year and destroy 1 yoar
related docusemts accumulated in the course of thercafter. )
processing and controlling & job until completed. ’
Flled nmerically 7 Job nesber.
j 1951-1955)
-2 Tewpoyery. Destroy whan super-
&nd peblicatisns of : . | seded or cbeslete, or te longwr
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Regulstisas, trads journals, magasines, stc.
. by soures.
(Curveat)
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